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fi CENTRAL INTELLIGENCE GNOMY AGENCY

‘i‘j “iashingten, D. G,
R ADNIBISTRATIVE INSTRUCTION ‘ ‘

STATINTL ‘ PV i ; 2l April 1947 . ‘
3 R NUBER R TR PSRRI
= o A Toaexf a,’;l 5 / @ 8 /Y / ‘
SUBJECT: Lgave ‘ithout Pay (Lior) o ’Q\mz_s ; ‘

STA'ii;'INTL : \»’ & SFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOOMER/ FESCTHTED

; ' ’ ' 7

1, IURIOSE , /

» ¢ '
. 0 s " £ . .
The purpese of this rmemorandum is to sgt forth and standardize
¢ procedure to bF folloved in the granting of Leave ‘ithout I'ay.
. ", '3 .
. '\J »’
2. DBFINITION \ ‘ ",f'

Tuave "fithout"\{a;,r (L 0r) is dofighd by the Civil Service
Corrilgoion . as "Tenporaky non-pay statusdind abscenze frem duty cranted
upon crplevec's requestdy This is notgdte be confusced with suspension,
furlouwsh or IS spnt i milisary sopvice, which are cevered under

/ athor repulations. 4

3e - AUTHOLIZ.TION
] A . - .
The Autherization of {L.’OI‘@}":‘.S a matter of adninistrative j
discretion and thercforce may ot o denanded =8 a right of oiployces
or impeosed as a penalty. ALL X ér in cxcess of 60 days, must he
approved by the Chicef, Perscnnef Division.

1

lte - CONDITIONS I'CR GR.NTING L.PrI

b

he - o ¢ will return at the end of the
¢ 8t cne of the following benciits

|
s N
a.. A basic condition f‘or apgroval of cxtended L7OP should be i

be Irotection or igprovement of enployce's health (maternity
loave, convalescent leave,f ctes). Latehnity liave must.be granted un-
less the employee has no ‘

c. Retention of

de Increcased gbility to perform tife dutics of .the positicn. ]
granted to.an crplodee who wishes to return ‘
: cation, providing -that
» they could be
s positien, and CIG

the subjucts he intcfds to pursuc arc such t

cZpuected teo dincreagg the employee's worth to

followins tho ‘co;mzlc.tion of this one-yrar no

training. In eagh case the ciployue will

hig Supervisor a list of the suhjeets to be tak
. for such lcave without paye

REWUNBERED PER CIA GENERAL ORDER -

uircd to submit to
ﬁi‘x\’ with his request

| STATINTL.

- (779) EFFECTIVE 30 J L » DA
_EFFECTIVE 30 JUNE 1947, CIG MEMORANDA WILL |
- 'REMAIN IN FORCE UNTIL CANCELLED OR SUPBRSEDED Co
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" country for personal roasens, such as family illncss.
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~2a
e. ‘lroviding mcans for an oversess employce to return to this

f.  To pruscrve continuity of service in case of injury or sick-
ness -incurred in line of duty, whore an enployce is granted L.OT in
connection with such injury or sickness.

5+. LROCEDULE

L:OF will net be authorized initdally for any period in
excess of twelve (12) months. Requests for any like or shorter
perio:dl sheuld adhere to the conditions stated above. ‘ -

2- "‘hu e ployn.u should r.,qucst Lol from his supervisor,
'ﬁv1nr' vroper justification. - ’

b For periceds lese tha siz t (60) days, notice of action
will not be issued, and u.qulcyuus will continue to be reported on.- /
Forr 1130. .

c. For cxtended L0, u,xty ((:O) days or longer, Iursonnel
setion notice will be issued. The Office concerncd will submit
CIG Form 37-3 Mersomcl ‘cbion Roquest! to the lorsennced Division
at lecast wne weck in advance of the offictive date of the omployec's
release from active duty.

de The Transaction and Records Scction, rorsonnel Division,
will give the office concerned advance notice of the expiration
of L70I so that the employee can be contacted and the Porm 37-3,
requesting return’ te duty, can be properly submitted.

c¢e In the ovent an amployee docs not return from L0 at the
designated timc, bas not had an extension grented or has not indicated
that he will return, it will be necessary to tcl~~11n<,u the . cmployec's :
services duc to “Wibandomment of Fosition"., - o ‘

f. An extension or wrenewal of cxtended LU0 -will also .require ¢
a personncl ar'tﬂ' on. ”he affico conu,rnod will, thurcforc, submit ]

condltlons .

6. REVIE OF BEUESTS R e

The office concerncd vill bo responsible for preliminary
review and apiproval-of all requests for L0 for conformance with
CIG ‘policy.  In cases where justification for LU0 is questionable,
the TFersonnel Division should bLC contacted for technical advice.
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: 7. FILLING L.0I i0SITION

§ .

: A position cccupicd by an erployee on extended I 0P nay be

[f £illed by a temporary apvcintment. In such-instance, the office

‘ should submit a scparatc Forny 37-3 requcéting "Establishment of a

Temporary Identical Additional josition", stating the reasons under

{ "Renerkst.  The 1ersommel Division vill take aprropriate action to

! £i11 the temporary position. The Yeuporary incusbent of the position

must be removed by riassignment or termination by the cffective date

of the roturn to duty ¢f the ropular incumbent of the position. )

8o . CEILINGS

! ‘n individual on cxtended LI, sixty (60) days or cver, will
b not be chaezed apainst the 1crsonncl. Ceiling of the office concerneds
However, an erpleyee temporarily £i1ling the position of on crployee
on cxtended L0 will be charged against the ceilinge.
FOR THE DIRECTOR OF CENTRAL ™TELLIGENCE:
STATINTL
Executive for Icrsonncl
and ‘Administration S

ATTACHIENTSe ~ None -
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‘STATINTL.

STATINTL -

Y P recndd
CIMIL INTALLIGZICE OROW iy 1
6/r--" wi

‘ . ‘ashin;ten, D. C, ‘
LB ORANDL: | 24 April 197
i AT N o s
SUNKCT: Loavo ithout iay (L i) : , SR
| EPFECTIVE WTIL 30 JWE 197 WL:SS SOONER JESKI:ED
1o lmuosp , \

The purposa of this nomorandu: 45 to sot forth and standardisec
the procoduia to by followed in tho cranting of Loavo “idthout Fay.

2. DEVINITION _ - R

=39

s

Lun o “ithout Pay (L OF) &8 Acfinod b the Civil Scrvice ‘ .
Conmisnisr aas “Tumporary nonenay status ani abscnce from duty rraated ; ‘
crplercu's requust®s This 4s not to be confused with susponsicn, 4
ﬁgou';ﬁ oF Tt 'ap: At In military scrvice, which arc covered undor ‘ ‘
other rogulations, '

3o AUTHONIZ:.TION

- The Jduthorization of L0 18 a matter of adninistrative
disorction anc thorcfore may not bo comandoed ns a right of omployocs
or irmposed as a penalty. Al LOF dn axccso of 60 days, must be
approved by thu Chicf, Parsonncl Dviaion,

he: COMDITIONS MOR GR:MTING L. O

8. A basic condition for ap ruval of cxtondud L 0P should be
roascnable oipoctation thet tha umploy:a will return at the end of the
spproved puricds In additien, At least onc o the following boncfits -
should rcsult fron such abs:necce

i b l’row‘ction‘ or ‘Mprovumnt of arployca's health (matornity
.loave, convaluscent lcave, otce)e  laternity luave must bu grantcd un-
‘luss-the: aployce has no intention of r.turning to duty. '

: S+ Rotontion of a dosirable employces |

T - dei- Inorunsod: ability to purfom tho tutias of tho position.
Ono-yoar's L.0i" will b grantcd to an crployoe vho wishus to roturn

‘to a ecllugo or univoreity to continuc his oducation providing that

0. subjcsts: hu intinds to: pursuc arc such that they could b &

xpucted’ to. dncronso tho arployse's: worth to hie nosition, and CI0.

following the complotion of. this ohueycar pordod of addtional =

training. 'In oach casc tho arployce will bi roquircd to ‘submdt o .
8 Suporvisor:a-list of tho subjuets o bu takem with his riquost

Approved |I=or Release 2001/08/02 : CIA-RDP81-00728R000100010018-4
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‘ Ce Irovidimg; ncans for an ovursoas arployce to return to this
country for ncrasonnl r.ascns, such as family {ilncss. :

f. To pr.scrve continuity of scrvice in caso of injury or sick-
ncas incurrcd in itno of duty, whore nn omployoe 48 granted L.OF 4n
conncaetion with such injury or siciknoss. : ! :

Se | ROCEDU':E
o LDl will nct bo authorisud initially for cny puriod in
‘ oxccas of twelve (12) monthse Roquests for any like of shortor
perio’]l shiuld adhore to the conditions stated nboves

4. The uiployue should roquest L0V from his sunorvisor,
rivins Crencr justification.

L. o perfods lose than sixty (60) days, notice of aetdon
will el be lssued, and amloyucs will continuc to bo reperted on
For l.l.s's).

¢. For cxtondod LN, sixty (60) dars or loncer, Iursonnel
sction notlce will boe iasuud,  The Office coneorncd vill subnit
€10 Fom 37=3 "icrsomcl ction Licquuat® to the 1 rsernnc) Division
at leaot one wock in advance of the cffeetive date of the cmployects
- rolcasc from active duty.

de The Transaction and focords Suction, sursonnol Divistion,
will give e effice eoncurnud advancu notico of thu cxpiration
‘of L'0i so that thc caployce can be contacted and the Form 37-3,
requusting rotum to duty, can be propurly submitted,

Ge  In th wvont an waployce ducs mot roturn from L'0i at the -

designated tinc, Lins not had an cxtension grentod A hos not indicatod

. that hu will roturn, it wili bu nocussary to tomtnave tho wnployuu's
-sorviccs duc to " bandonment of iosition®,

oo Lo Ay oxtonsion or ronowal of cxtendod L0 w1l also ruquiroe o
‘s porsonnol actlon. Tho uffice concurnud will, thercfore, subrdt D
. Torm JT=3 roquesting "Exicasion of L0i" in accordance wAth tiic abore P

conditionss ‘ C ;

64 REVIZ OF RiJ/BSTS Sl S
: The otﬁcd coaecrn.d )ﬁll. bc_mlpénublo for orolininary '

roviow. and apcroval of all uquests for L 01 for conformanoc with - ¢
CI0 policy, In casua whire Justification for L Ui s qucetionablo, 4
Fordunncl Division: should be contacte

d:for ‘tuchnical advious:.
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STATINTL

.

' DISTRIGUTIONs A

7o FILLING L.0; i0SITION .

A position cccupicd by an onployce omn uxtended L Ol nay be
fillcd by a termorary appointuent. Ir such instance, the office
shoula submit a scparatc For:: 37«3 roquurting “Istablishnent of a
Tenporary Idcntical Additional ;esition®, stating the reasons undor.
"Retiarks®.  The sursomnal NMvision wil) take apyrepriate acticn to
£111 tho tormporary position. Tho teuporary incunbent ¢f the position
nust bo renoved by reascipnnunt o torminaticn by tho cffoctive datc
of the peturn to duty of tho ropular incunbent of the position,

0. CBILLNS
' ‘n individunl on oxtendcd L.OI, sixty (63) Jays or over, Wll
not bu chrrrcd npainst the ) craonncl Ceiling of the offico ccpzermned,

Houcv.r, i1 .rologee toiporarily filling the position of on anloyce
on ertar . .¢ ' DF i1l be charped apainst the coilinge

IOR THE DIMECTOR OF CENTUL ITHELLIGENCEs

! ‘ Trucutive for iirsonncl

and Adninistration

AT ACHIENTSs - None

Approved For Release 2001/08/02 : CIA-RDP81 -00728R000100010018-4




